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U.S. Fish and Wildlife Service DFMOI —A21
Division of Financial Management
Denver Operations

Division of Financial Management Operating I nstructions
Processing Payroll — A21

Overview and Procedure
Cost Accounting Section

Guidelines— Principal

TFM, Vol. 1, Part 3— Chapter 7000 (T/L 547), Allotments and Assignments of Pay

http://www.fms.treas.gov/tfm/vol 1/v1p3c700.txt

The Division of Financial Management/Denver Operations (DFM/DO) Payroll Calendar

Function

The Division of Financial Management/Denver Operations (DFM/DO) processes payroll
for al of the Fish and Wildlife Service (Service). The Cost Accounting Section (CAS)
accounts for seasonal and situational labor, corrects input errors in the Federal Financia
System (FFS), and processes billing and collections that pertain to payroll.

Overview

The Service' s offices, the Job Corps/Office of Y outh Programs (OY P), the National
Business Center’s Payroll Operations Division (POD), and the DFM/DQO’s Cost
Accounting Sectionall have roles in the payroll process.

The Service's offices administer time and attendance records for al personnel. The POD
maintains the payroll interface between the Federal Personnel Payroll System (FPPS) and
the Federal Financia System (FFS).

CAS processes, in FFS, additions or changes to seasonal and situational |abor cost
structure codes, such as codes for firefighters and participants in youth programs. CAS
reviews and corrects payroll records in FFS that do not match existing cost structures. In
addition, CAS processes the Job Corps/Office of Y outh Programs payroll. The Job Corps
payroll includes Job Corps administrators, instructors, counselors, support services, etc.
CAS reconciles the data from the OY P payroll reports, corrects payroll information

errors, credits payroll charges to the correct cost structure, and sends copies of the
corrected summary to al the concerned field stations.

CA'S processes payroll billing and collections through FFS for debts that occur through
payroll overpayment to current or inactive Service employees. CAS verifies billing
information, furnishes missing vendor codes, social security numbers, and addresses, if
necessary. CAS processes the billing documentsin FFS. CAS receives the payments
from NBC’ s Debt Management Branchto service the debts, either applies the payments
to the corresponding bills or places the payments in the 621X payroll suspense fund to
wait for resolution and reconciles the collections and the billing documents. In addition,
the NBC transfers debt management responsibility to CAS for inactive Service
employees. CAS modifies the FFS entries and adds interest, penalties, and
administration charges to delinquent debts.
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Structure

The structure of this document parallels the structure of the payroll process. The process
consists of two parts:

Part 1, processing payroll, begins with entering time and attendance records, payroll edit,
and ends with payroll posting. The section includes Job Corps payroll processing.

Part 2, processing payroll billing and collections, begins after payroll posting and
includes billing and collections for current and former personnel.

Function Details — Part 1 — Processing Payroll
Process Initiation

The responsible administrative office enters time and attendance records into the Federal
Personnel Payroll System (FPPS.) The Payroll Operations Division (POD) movesthe
records through the payroll interface into the Federal Financial System (FFS).

CAS processes the Service' s payroll based on the DFM/DO payroll caendar (See the
DFM/DO Payroll Calendar —). At the end of the first week in each two
week cycle, Thursday is designated as the payroll edit date, and Friday is designated as
the payroll post date. On the scheduled payroll edit date, CAS enters new or changed
cost structures into FFS for seasonal and situational labor, such as firefighters and
participants in youth programs.

Before 2:00 p.m. MDT on the posting date, CAS corrects input errors and makes changes
that are necessary for successful payroll processing. In addition, CAS processes the Job
Corps payroll. The Job Corps payroll includes Job Corps administrators, instructors,
counselors, support services, etc.
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Step 1 - Enter Cost Structure Codesin FFS

On the payroll edit date, CAS:
Refers to the Labor Cost File — FWS10601 for seasonal and situational labor’ s cost
structure codes. (See the Labor Cost File—[Attachment 2).
Refers to the Fund Code reference memo for the new/current fund codes (See the
Fund Code reference memo —[Attachment 3)
Entersthe year in the Budget Fiscal Year (BFYS) field, the fund in the Fund field and
the cost structure in the Job field of the Project Reference (PROJ) table (See the
Project Reference table —|Attachment 4).
Entersthe cost structure codes into the Default Values Reference Data (DVAL) table
(See the Default Values Reference Data table — Aftachment 5).

b Input Labor Cost File — FWS10601

b Input Fund Code Reference Memo

b Input PROJand DVAL Tables

o Output Updated PROJand DVAL Tables

Step 2 — Correct Defaulted Payroll Records

During the night following the payroll edit date, FFS processes the payroll edits. FFS
will not pass records that do not match existing cost structures. FFS assigns these records
to adefault cost structure with a 9999 prefix. The Payroll Defaulted Records Report —
FW10201 lists payroll records that default to the 9999 prefix cost structure.

The Defaulted Payroll Records (DREC) table contains records with the 9999 prefix. It
also contains other records that have cost structure conflicts, but will be passed by FFS.
CAS must correct the 9999 prefix records before the payroll is posted. If possible, CAS
reviews and corrects records with cost structure conflicts. If CAS cannot resolve cost
structure conflicts for records that FFS will pass, the administrative office that originally
entered the record will have to correct the error through Remote Data Entry (RDE).

On the payroll post date, CAS:
Refers to the Payroll Defaulted Records Report for alist of payroll records with the
9999 prefix cost structure (See the Payroll Defaulted Records Report —

[Attachment 6).

Examines all DREC table records (See the DREC table —[Attachment 7).
Corrects obvious errors, transpositions, etc.
Researches the DREC records by social security number in the Archived Payroll
Records (ORAC) table (See the Archived Payroll Records table - Attachment 8).
Compares the original cost structure to prior charges in the ORAC table and resolves
the error. (9999 prefix records must be corrected before payroll post.)
Enters the correction into the Defaulted Payroll Records (DREC) table.

OPR: DFM/DO 4 Last Save: 4/29/2004 9:08 AM
Version: Initial

Author: FPQT

Supercedes: Original



U.S. Fish and Wildlife Service DFMOI -A21
Division of Financial Management
Denver Operations

Division of Financial Management Operating I nstructions
Processing Payroll — A21
Overview and Procedure
Cost Accounting Section

If the error involves a cost structure code that has not been entered or is outdated, the
accounting technician enters the code into the PROJ table, but a CAS staff accountant
has to enter the code into the DVAL table.

b Input Payroll Defaulted Records Report
b Input PROJ, DREC, DVAL, and ORAC Tables
o Output Updated DREC, PROJ, and DVAL Tables

Step 3 - Process Job Corps Payrall

The Job Corps payroll is processed separately in FFS, then added to the Service's payroll.
On the payroll post date, CAS:

Refersto the following Job Corps Payroll Reports:

» The OYP Organizational Labor Cost Report — FWS16602, lists hours, gross pay,
government additions, and total cost. (Seethe OY P Organizational Labor Cost
Report [Affachment 9])

» The Bypassed OY P PAY PERS Records Transaction Report — FWS16601, lists
hours and pay amounts that are not accounted for on the payroll schedule.

(See the Bypassed OY P PAY PERS Records Report —|Attachment 10))

» The OYP Reconciliation Figure Detail Report — FWS16603, lists gross pay,
government additions, and total labor costs not covered under the listed hour code
or object class. (Seethe OY P Reconciliation Figure Detail Report —

| Attachment 11,

Filters the reports through a Monarch data extract model to produce asummary (See

the Monarch OY P Payroll summary —{ Attachment 12).

Pastes the summary figures into the Excel spreadsheet that calculates the Payroll Cost

Structure Summary for QY P (See the Payroll Cost Structure Summary for OYP —

|Attachment 13).

Reconciles the grand total from the Payroll Cost Structure Summary for OYP

spreadsheet with the total cost from the OY P Organizational Labor Cost Report.

Reconciles the Job Corps payroll processing final figures to the figures on the last

page of the OY P Organizational Labor Cost Summary Report — FWS16602 by

transaction and object class (See the last page of the OY P Organizational Labor Cost

Summary Report —.

b Input OYP Organizational Labor Cost Report - FWS16602

b Input Bypassed OY P PAY PERS Records Transaction Report - FWS16601

b Input OY P Reconciliation Figure Detail Report - FWS16603

b Input Payroll Cost Structure Summary for OY P (Excel spreadsheet)

o Output Payroll Cost Structure Summary for OYP (Excel spreadsheet)

o Output Reconciled Job Corps Payroll Transaction and Object Class Final Figures

o Output Un-reconciled Job Corps Payroll Transaction and Object Class Final
Figures
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Step 4 — Correct Job Corps Payrall Errors

If the totals do not reconcile, CAS:
Uses the Field Station Personnel List or callsthe field station to research payroll
informationerrors (See the Field Station Personnel List —|Attachment 14).
Resolves the errors.
Enters the correction into the Payroll Cost Structure Summary for OYP.
Send copies of the Payroll Cost Structure Summary to all the field stations.

b Input Un-reconciled Job Corps Payroll Transaction and Object Class Find
Figures

b Input Field Station Personnel List

o Output Revised Payroll Cost Structure Summary for OYP

o Output Copy of Payroll Cost Structure Summary for OYP to Field Stations

Step 5—Enter Job Corps Payroll in FFS

CAS:
Enters each code in the No Check Disbursement Document (PR) table (See the No
Check Disbursement Document table —|Attachment 15).

b Input Revised Payroll Cost Structure Summary for OYP
b Input PR Table
o Output Updated PR Table

Step 6 — Credit Job Cor ps Personnel Chargesto Other Service Cost Structures

If Job Corps personnel work for another Service cost structure like fire duty or refuge
work, CAS:
Credits the payroll charges to the employee’s current Job Corps cost structure.
Transfers the charges to the correct cost structure with a CG transaction through the
Intra- governmental Payment and Collection System (IPAC) (See the IPAC Data
Entry Form—|Attachment 16).

b Input IPAC Data Entry Form

b Input Payroll Charges

o Output CG transaction through IPAC

o Output Payroll Charges Transferred to Correct Service Cost Structure
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Step 7 — Reconcileand Document Final Payroll Service and Job CorpsTotals
After the payroll has been posted, the final totals are reconciled and documented.

To reconcile the final payroll totals, CAS:
Compares the totals from the Summary Detail from FPPS Calculation Report —
POD200 (See the Summary Detail from FPPS Calculation Report —Attachment 17
to the totals from the OY P Organizational Labor Cost Summary Report — FWS16602
(SeelAttachment 17, page 2)), the Cash to Paypers Balancing Report — FWS65001,
(See[Attachment 17, page 3), and the Payroll Input/Output Compare Summary Report

— FWS10801 (See Attachment 17, pages4, 5, and 6) on the FWS Payroll Reconciling
Spreadsheet — PPXXXX (FWS Payroll Reconciling Spreadsheet —[Attachment 18).

To document the final payroll totals, CAS:
Prepares a standard voucher (SV) document with the final totals for both FWS and
Job Corps payrolls (See the Standard Voucher Input Screens —Attachment 19).
Enters a payroll (PR) transaction into the Standard Voucher (SV) Document table in
FFS (See the Standard V oucher Document table — Attachment 20).
Prepares a direct disbursement (DD) document with the Job Corps payroll total. The
General Accounting Section’s Job Corps accountant faxes the DD to the NBC for

processing (See the Direct Disbursement Input Screen — Attachment 21]).

b Input Summary Detail from FPPS Calculation Report — POD200

b Input OYP Organizational Labor Cost Summary Report — FWS16602

b Input Cash to Paypers Balancing Report — FWS65001

b Input Payroll Input/Output Compare Summary Report — FWS10801

b Input FWS Payroll Reconciling Spreadsheet — PPXXXX

o Output Updated Standard Voucher (SV) Document Table

o Output Standard Voucher with the FWS and Job Corps Payroll Final Totals

o Output Direct Disbursement with the Job Corps Payroll Total to GAS

o Output Balances Job Corps Payroll Transaction and Object Class Final Figures

Step 8 — Createand Archive the Payroll BusinessFile

CAS:
Collects and organizes the payroll documentationfor the pay period.
Archives the payroll business file in the file room according to pay period.

b Input Payroll Documentation for the Pay Period
o Output  Archived Payroll Business File
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Function Details—Part 2 — Processing Payroll Billing and Collections

The NBC’s Debt Management Branch prepares billing and collections for debts that
occur through payroll overpayment to current or former Service employees. These debts
can result from overpayment for travel expenditures and/or benefits. The CAS processes
these bills and collections through FFS.

Process | nitiation

Based on the DFM/DO payroll calendar, the Branch of Financial Systems (FSB) and the
NBC produce billings and collections reports after the payroll post day.

Step 1 —Verify Billing Documents

The BD Doc Records Report — FWS10301 lists the payroll-based billing documents
(BDs) that the NBC has processed through the payroll interface for the current pay
period. CAS processes these BDs in FFS.

CAS:

- Refersto the BD Doc Records Report — FWS10301 for alist of the payroll-based

billing documents (See the BD Doc Records Report — [Attachment 23).

Verifies the information for each billing document.

If avendor code (1 + social security # + suffix) ismissing and listed as N/A, CAS:

> Refersto the vendor table for the next suffix.

» Researches the FPPS records by socia security number to find the person’s
address.

» Furnishes the suffix, the person’s social security number, and the addressto a
CAS staff accountant to add the person’s information to the vendor table.

CAS staff accountant adds the person’s information to the vendor table

b Input BD Doc Records Report - FWS10301
b Input Vendor Table, FPPS Records

o Output Updated Billing Document

o Output Updated Vendor Table
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Step 2—Clear SUSF Table
CAS:
- Examines each BD from the current BD Doc Records Report — FWS10301 by BD
number in the SUSF table (See the SUSF table — Attachment 23).

Verifies the information for each BD.

The budget finarcial year (BFY) field can reference only one year. If multiple years
are present, CAS erases any extra years.

If the I/D (Increase/Decrease) field contains a D, CAS prints the screen to save for
reference, changes the D to | which cancels the debt in FFS.

Typesa g (Edit Doc) in the function field to edit the BD and to list any errors.
Corrects the errors.

Typesaw (Run Doc) in the function field to process the BD. The status changesto
ACCPT.

b Input SUSF Table

b Input Billing Documents

o Output Updated SUSF Table

o Output  Accepted Billing Document Updates

Step 3—Verify and Apply Funds to Debts from Payroll Over payment

The NBC collects payroll overpayment debts through payroll deductions or by check
and transmits the funds to CAS to service the debt. CAS processes all of the collections
in FFS, but only records the ones under the Service' s responsibility. NBC's Debt
Management Branch handles the administration of most employee debts. The Serviceis
responsible for debts with a billing document 98182 prefix on the CG Doc Records
Report — FWS10402. CAS creates a payment history file with the billing and collection
documentation for each 98182 prefix BD, and makes updates until the debt is paid or
otherwise resolved.

CAS:
- Refersto the CG Doc Records Report — FWS10402 for alist of the payroll-based
collections (See the CG Doc Records Report —[Attachment 24).

Verifies the information for each collection. The suffix in the $ Amount column
indicates the status of the funds:

» | —Increase — Funds transmitted to CAS to apply to the debit.

» D — Decrease — Funds collected in error with disposition to be decided.

» P —Partia payment, F — Final payment.

For example, IP — Increase/Partial payment.
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If the funds are in either | (increase) or D (decrease) status, CAS:

Refers to the DXRF — Doc XREF table or the VXRF — Vendor X REF table for the
BD that corresponds to each collection.

If aBD doesn’t exist, CAS:
Appliesthe fundsto the 621X Federal Debt Recovery payroll suspense account to be
either refunded or reapplied.

If the funds arein D (decrease) status, CAS:
Refers to the BD to verify the status.
> If the debt has been paid or collected in error, CAS applies the funds to the 621X
suspense fund to be either refunded or applied to another BD charged to that
employee (oldest BD first).

If thefundsarein| (increase) status, CAS:
Refersto the BD to verify the status.
Selects the BD in the SUSF table to access the BD Line table.
Uses a CG transaction to apply the payment to the BD in FFS.
> Typesthe FWS10402' s run date in the Accomplished Date field.
> Typesthe FFS entry date in the Completed Date field. (Both dates are needed if
the transaction has to be modified.)
» For apartia payment, does not change the P/F field.
> For the final payment, changes the P/F field to F.

If aBD has 98182 prefix, CAS:

Creates a payment history file to archive the billing and collection documentation
until the debt is paid or otherwise resolved.

b Input CG Doc Records Report

b Input SUSF, DXRF and/or VXRF Tables for BD Documents

o Output Funds to 621X Suspense Fund for Disposition

o Output Funds Applied to BD Documents through BD Line Table in FFS

o Output Payment History File (for 98182 BDs)
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Step 4 —Transfer Debts

Bi-weekly, based on the payroll calendar, NBC’'s Debt Management System transfers
former Service employees debts to CAS responsibility.

CAS:
Refers to the Debt Management System’s Transferred Report for alist of debts

belonging to employees who are no longer active (See the Transferred Report —
IAttachment 25).

If payments have not been credited against NBC's BD, CAS:
Creates a BD Mod transaction in FFS to cancel NBC's BD and to establish a
Service BD.

If payments have been credited against NBC's BD, CAS.
Creates a CG Mod transaction in FFS to cancel the NBC's BD and to establish a
Service BD which includes the payment history.

For both types of BD, CAS:
Changes the BD prefix to 98182 to designate the BD as the Service' s responsibility.
Combines al debts into one BD for each inactive employee.
Mails abill to the debtor.

b Input Transferred Report

b Input NBC's Billing Document with Payments Credited

b Input NBC's Billing Document without Payments Credited

o Output Service' sBilling Document

o Output Bill to Debtor
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Step 5—Process I nterest, Penalty, and Administration Charges

During the transfer, if FPPS has added interest, penalty, and administration charges to
delinguent debts, CAS must make sure the charges are added to the Service’' s BD.

CAS:
- Refersto the SUSF table to list the outstanding BD batch

(See the SUSF table — |Attachment 26).

Refersto the BD Line table(s) to process the charges.

(Seethe BD Line table —|Attachment 27)).

To guarantee that the billing information in the first line screenwill not conflict with
information added in subsequent line tables while processing the delinquent charges,
CAS blanks the existing non-monetary information in the 002 and any subsegquent BD
line screens.

Changes the Line Number field to 001 even if multiple lines are listed.

Verifiesthe charges in the Interest Amt, Adm Chgs Amt, and/or Penalty Amt fields.
Typesa g (Edit Doc) in the function field to edit the billing document and to list any
errors.

Corrects the errors.

Typesaw (Run Doc) in the function field to process the BD. Successful processing
will change the status to ACCPT. (See the updated SUSF table —[Attachment 28)
Refers to the Receivable Line Inquiry (ARLT) table to view the BD withthe interest,
penalty, and administration charges added (See the ARLT table —|Attachment 29).

b Input SUSF Table

b Input BD Table

o Output Updated BD Table
o Output Updated SUSF Table
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Page 1

United States Department, of the Interior

FISH AND WILDLIFE SERVICE
Waghinglon, D.C, 20040

SEP 15 2003

ADDRENS ONLY TLE HRECTOR
FISH AND WILDLIFR SERVICE

In Reply Refer To:

FWS/DB

Memoerandum

Tao. Chief, Branch of Financial Operations, Denver Operations

Through: Chict, Division of Financial Man gj‘n’]t’jﬁq

From: - Chief,.Division pf Budge ; irzﬂ

Subject: N ew Fund Codeszctivities/Subaccivities‘lElements for Fiscal Year 2003

Alignment of Interior bureau and USDA Forest Service budget structares mandated by Congress
and endorsed by the Wildiand Fire Leadership Council vequires the Service to implement
changes 1o the existing budgst structure for Treasury Bymbol 14-14X1125(16). The structure
change hag been approved by the Department, the Nafidnal Wildlife Refuge Sysiem fire program
and budgst office, the Division of Financizl Management and the Division of Budger. The
sructure will be implemented October I, 2003, and specifis, detailed” pmﬂ“rammauc
implementation guidelines will be issued with a sepdrate memorandum. To accomplish’ the
necessary changes, ploase establish the following riew afcount stracturs:

Wi!di!ar.:d Fire Management 14-14X7123{16) {exjsz‘:'n;g )
Fund Code S60X (new) Preparedness

Activiry (new) 130 Preparedness
Subacrtivity (rew) 513C Fire CAM (no prolccﬁ codes required)
Subactivity {new) 0131 Readiness & Prograni Management (no praject codes required)
Subacrivity (new) 9132 Facility Construction & Maintenance {project codeg required)

Fund Code 561X (new) Emergency Operations
Activity (ngw) . 9140 Emergency Operations
Subdgctivity (new)] - 9141 Suppression (project fodes required)
Subactivity (new) 9142 "Emergency Stabilization (project codes required)

Fund Code 557X (existing) Burned Area Rehabilitation (rahe change enly)
Activity (new) Bumed Area Rehabilitation (elevadon to budget activity)
Subuctivity (existing) 9262 Bumed Arsa Rehabilitation (name change, projcc cades required)

Fund Code 558X (existing) Hezardows Fuely Reduction (hame change only)
Activiry (new) Hazardous Fuels Reduction (elevation o budget activity)
Subactivity (existing) 9263 Non-WUT Fuels Reduction Operauons (nume change, project
i codes required)
Subactivity {exisdng) 5264 Wildland Urban Inrerfecc Fuels Reduction Operatons (aame
change, project codés required)

Fund Code 539X (exiving) Siate and Local Assistance Pragrams (nams change only)
Lctiviry (exisiing) Stare and Local Assistance Programs (rame change only)
Subactiviry (exisiing) 9265 Rural Fire Assistsnce (project codes required)
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Page 2

Within this structure, placehalders are requested for f future budget changes necessary to adhere to
the mandate for a joint Interior and USDA budget strugture, If possible, please reserve 9133
8139, 9143-914% and 9266 for inclusicn within Treasury Symbol 14-14X1125(16). Also within
this structure, fund code 554X and subactivities 9242 and 9243 will continug with ne changes.

To facilitate the move 1o the new structure, use of the following old fund codes and subactivities
wil] cease October 1, 2003, No FY 2004 transactions should be posted to these fund codes and
subactivities. The originating field unit-will move obh zdtions existing in these subactivitics as of
September 30, 2003, to the appropriate new fund codé and subactivity. As de-obligations cceur
in these fund codes and subactivities, the Division of Budget will move the budget authority for
the recoveries to the correct fund code via allotments. The obligations. are expected o be

. compietely moved by December 31, 2003, At that ume. the following should be de-activated: -

Fund Code 555X {existing) WiLdlénd Fire Management (BLM)
Subactivity (existing) 925C Fire CAM
Subaetivity {existingy 9231 Wildland Fire Preparedness

Fund Code 556X (existing) ]::rJzergency Suppression
Subactivity (existing} 9261 Emergency Supprassion

A crosswalk table follows that contains the old and new budget strustures. Thank you for your
assistance. Please csll Barbaru Loving or Barbara Rifter at 202-208-4596 in’the Division of

Budget if you require further information.

Attachments

Action Tzken: General Accounting
- Cost Accounting

Signature: ' . Date:
Chief, Branch of Financial Operations, Denvgr Operations

Remarks:
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Attachment 4|— Project Reference Table

ACTION: R SCREEN: PROJ USERID: FCO6
PFROJECT REFERENCE TARABLE
KEY IS5 BFY3, FUND, DIV, ORG, PROGRAM, RPTG, JOB
BEYS FUND DIV CRG PROGRAM RPTG JOB
2004 560X 9131 62X5 9131AVH2
STATUS: A START DATE: 10 01 2003 END DATE: 12 30 2009 GIL POST TYPE:
PROJ DESC: LAST ACT DATE: 11 06 2003
INSTALLATICN~WIDE PROJECT: LAST DIST DATE:
PROJ CLASS: 93252 PRCJ CAT: PROJ TYPE: PRGJ GROUP:
MAX PRJ FC IND: S CUSTOMER FUNDING FC IND: N FPRJ SPENDING CTL IND: I
SPRJ ALLOWED: N NUMBER OF SUBPROJECTS: 1 USE P3DX TBL: N
BILLING SUBPROJECT - DIV: ORG: PROGRAM:
RPTC: JOB:
MAY, PROJ RMT: 1.00 EST BILL AMT: 0.00
DIRECT BRMT: 0.00 ACTUAL BILL AMT: .00
EST REIM AMT: 0.00 EST BURDEN AMT: 0.00
**% PROJECT-TO-DATE ***
COMMITMENTS : 0.00
COBLIGATIONS: 0.00 BILLING ADJUST: 0.00
EXPENDITURES: 0.00 EXP ADJUST IN: 0.00
PROJ CHARGES: 0.00 OBLIG ADJUST IN: 0.00
BURDEN: 0.00 ACT REIM AMT: 0.00
GCBLIG BURDEN: 0.00 NET AVAIL AMT: 1.00
4-© 1 Sess-1 199.5.236.1 1/10
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Attachment 5|- Default Values Reference Data (DVAL) Table

ACTION: R SCREEN: DVAL USERID: FCO06
H- DEFAULT VALUES REFERENCE DATA SCREEN
KEY IS CODED ELEMENTS
01-
CODED ELEMENTS FYR: 2004 H/L: L BFY: 2004 JOB: $131A0AK
DERIVED ELEMENTS BFY: 2004 FUND: 560X PGM: 9131 RPTG: 62X5
02-
CODED ELEMENTS FYR: 2004 H/L: L BFY: 2004 JOB: 9131A0EK
DERIVED ELEMENTS BFY: 2004 FUND: 560X PGM: 9131 RPTG: 62X5
03-
CODED ELEMENTS FYR: 2004 H/L: L BFY: 2004 JO0B: 9131AVH2
DERIVED ELEMENTS EFY: 2004 FUND: 560X PGM: 9131 RPTG: 62X5
04 -
CODED ELEMENTS FYR: 2004 H/L: L BFY: 2004 JOB: 9131AVE1
DERIVED ELEMENTS EBFY: 2004 FUND: 560X PGM: 9131 RPTG: 62X5
05-
CODED ELEMENTS FYR: 2004 H/L: L BFY: 2004 JOB: 9131AVYS
DERIVED ELEMENTS BFY: 2004 FUND: 560X PGM: 9131 RPTG: 019T
06-
CODED ELEMENTS F¥R: 2004 H/L: L BFY: 2004 JOB: 9131AW46
DERIVED ELEMENTS BFY: 2004 FUND: 560X PGM: 9131 RPTG: 62X5
4-© 1 Sess-1 199.5.236.1 1/10
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Attachment 7|— Defaulted Payroll Records(DREC) Table

Page 1
ACTION: M SCREEN: DREC USERID: FCQO
DEFAULTED PAYROLL RECCRDS TABLE
KEY IS ACTUALS/DEBT/IND, SSN, SEQ
ACTUALS/DEBT IND: A 58N: XXXXXXXXX NAME : DOE, ROBIN L.
01- SEQ: 001 ORIG COST STR: 535531262000062X%5 ORIG FPPS CRG: 53553
FFS COST STR: 126200005355362X5 DEF FPPS ORG:
BFYS: 2004 2005  CLOSED BFYS: CLOSED FUND:
BOC/RSRC: 111A SUB BOC/RSRC: PAY PD: 2003 26 PAY CD: 010
HOURS: 32.00 REG PAY: 363.84 ADDITIVES: 232.88
02- SEQ: ORIG CCST STR: ORIG FPPS ORG:
FFS COST STR: DEF FPPS ORG:
BFYS: CLOSED BFYS: CLOSED FUND:
BOC/RSRC: SUB BOC/RSRC: PAY PD: PAY CD:
HQOURS : REG PAY: ADDITIVES:
01-CE32E MISSING FUND 01-CE30E MISSING PROGRAM
01-PACL1lE INVALID SUBPROJECT 01-PACZ2E INVALID PROJECT
4-2 1 Sess-1 199,5.236.1 1/1¢
RCTICN: R SCREEN: DREC USERID: FCO8
DEFAULTED FAYROLL RECORDS TABLE
KEY IS ACTUALS/DEBT/IND, 5SN, SEQ
ACTUALS/DEBT IND: A SBN: XXXXXXKXX NAME : DOE, KEVIN B.
0l- SEQ: 001 ORIG COST STR: 10710000 ORIG FPPS CRG: 12200
FFS COST STR: 111300001220062X5 DEF FPPS ORG:
BFYS: 2004 2005  CLOSED BFYS: CLOSED FUND:
BOC/RSRC: 111A SUB BOC/RSRC: PAY PD: 2003 23 PAY CD: 041
HOURS : §.00 REG PAY: 236.96 ADDITIVES: 7%.95
02- SEQ: 002 ORIG COST STR: 10710000 ORIG FPPS ORG: 12200
FFS COST STR: 1113000012200 DEF FPPS ORG:
BFYS: 2004 2005  CLOSED BFYS: CLOSED FUND:
BOC/RSRC: 121N 5UB BOC/RSRC: PAY PD: 2003 23 PAY CD: 4CH
HOURS:: 0.00 REG PAY: 59.24 ADDITIVES: 0.00
4-@ 1 Sess-1 199.5.236.1 1/10
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Page 2
ACTION: ¢ SCREEN: DREC USERID: FCO6
DEFAULTED PAYROLL RECCRDS TARLE
KEY IS ACTUALS/DEBT/IND, 38N, SEQ
ACTUALS/DEBT IND: A SEN: XXXXXXXXX NAME:  DOE, CURTIS G.
01- SEQ: 001 ORIG COST STR: 9141AX0H2253062X5 ORIG FPES ORG: 22530
FFS COST STR: 126100002253062X5 DEF FPPS ORG:
BFYS: 2004 2005 CLOSED BFYS: CLOSED FUND:
BOC/RSRC: 111A SUB BOC/RSRC: PAY PD: 2003 23 PAY CD: 010
HOURS : 32.00 REG PAY: 770.56 ADDITIVES: 322.25
02- SEQ: 002 ORIG COST STR: 9141AXDE2253062X5 CRIG FPPS ORG: 22530
FFS COST STR: 1261D0002253062X5 DEF FPES ORG:
BEYS: 2004 2005 CLOSED BEYS: CLOSED FUND:
BOC/RSRC: 115H SUB BOC/RSRC: PAY PD: 2003 23 PAY CD: 090
HOURS : 0.00 REG PAY: 358.19 ADDITIVES: 149.80
1-© 1 Sess-1 189.5.236.1 8/35
ACTION: M SCREEN: DREC USERID: FCO6
DEFAULTED PAYROLL RECCRDS TABLE
KEY IS ACTDALS/DEBT/IND, SSN, SEQ
ACTUALS/DERT IND: A S8N: XXXXXYXXX NAME DOE, CURTIS G.
01- SEQ: 001 ORIG COST STR: 9141AXDH2253062XS CRIG FPPS ORG: 22530
FFS COST STR: 9141AX0H2253062X5 DEF FPPS ORG:
BEYS: 2004 2005  CLOSED BFYS: CLOSED FUND:
BOC/RSRC: 111a SUB BOC/RSRC: PAY PD: 2003 23 PAY CD: 010
HOURS: 32.00 REG PAY: 770.56 ADDITIVES: 322.25
02- SEQ: 002 ORIG COST STR: 9141AX0H2253062XS ORIG FPPS ORG: 22530
FFS COST STR: 9141AX0H2253062X5 DEF FPPS ORG:
BFYS: 2004 2005 CLOSED BFYS: CLOSED FUND:
BOC/RSRC: 115H SUB BOC/RSRC: PAY PD: 2003 23 PAY CD: 080
HOURS : 0.00 REG PAY: 358.19 ADDITIVES: 149.80
02-*L031 ALL LINES CHANGED
1-% 1 Sess-1 199.5,236.1 1/10
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ACTICN: R SCREEN: OARC USERID: FCOO
ARCHIVED POSTED PAYROLIL RECORDS TABLE
KEY IS SSN, PP, OSEQ, SEQ
SSN: XXXXXXXXX PP: 2003 25 OSEQ: 002 SEQ: 001 NAME: DOE, ROBIN L.
POSTED COST STRUCTURE: 126100005355362X5 BFYS: 2004 2005
POSTED CLOSER BFYS: CLOSED FUND:
POSTED FPPS ORG: ORIG FPPS ORG: 53553
ORIG. COST STRUCTURE: BOC/SUB: 111A
ADJ PENDING: N LAST USER ID: OFFLINE PAY CODE: 502
REGULAR PAY: 0.00 ADDITIVES: 34,99 HOURS: 0.00
ADJUSTED
COST STRUCTURE BFYS HOURS PCT ADJ FFPS CRG CLOSED BFY/FUND
4-® 1 Sess-1 199.5.236.1 1/10
OPR: DFM/DO 23 Last Save:  4/26/2004 1:30 PM
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Attachment 12|—Monarch OYP Payroll Summary

orgne jobnum|obj grosspay govtadd

1 (20183 Nulli1l3 81,227.94 §23.94
2 NullillS $27.69 £2.12
3 Subtotal $1,255.63 $96.086
4

5 63011800111 $1,986.41 $708.58
3 Subtotal $1,986.41 £708.58
7

8 630120003111 $10,561.41 §3,402.1%2
g Subtotal $10,561.41 £3,402.19
10

11 63031000:111 $3,688.00 $908.85
1z Subtotal $3,688.00 $508.85
13

14 63032000:111 $3,711.20 $784.35
15 Subtotal $3,711.20 $784.35
16

17 63051000:111 54,093.60 $1,311.61
18 63051000;115 $17.36 §1.26
12 Subtotal 34,110.956 $1,312.87
20

21 63052000111 $8,070.42 52,094.50
22 63052000115 345,54 £17.52
23 Subtotal $8,315.96 $2,112.02
24

25 63053000111 £20,599.20 $5,713.79
26 63053000i113 $592.09 $11.43
27 63053000:115 $4,399.38 $328.82
28 Subtotal $25,057.67 $6,054.04
29

30 630550003111 $2,278.40 $906.17
31 §3055000:115 $486.03 $34.97
32 Subtotal $2,764.42 $941.14
33

34 63092000:111 $4,189.60 $1,471.0¢9
35 63092000113 $590.88 $45.20
36 63092000:115 $1,060.32 $76.49
37 Subtotal $5,840.80 51,592.78
38

3 63093000{111 $2,325.60 $694 .26
40 630930001115 $86.28 $6.31
41 Subtotal $2,411.88 $700.57
4z

43 630940001111 $1,250.40 $326.90
44 63094000:115 $140.70 $10.54
45 Subtotal $1,391.10 $337.44
46

a7

48
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Attachment 13|— Payroll Cost Structure Summary for OYP

Page 1
U.S. Fish and Wildlife Service
Office of Youth Programs-Job Corps
Payroll Cost Structure Summary
Disbursement Office: SFDO Trans Type: JC ALC: 14160007
Pay Period: PP 2004-01 Examiner & Date: HMF 1/7/2004
Document NO: S467090401A Batch ID NO: PR-6-00THF1
Ref Doc NO: Vendor Code: PR-0
Line RefLine BFY Fund Budget Org Job No BOC Amount PIF
1 2004 JB JC4 93532 6301 7301-1000 111A 1,866.40
2 2004 JB JC4 93532 6301 7301-2000 1M11A 8,954.40
2004 JB JC4 93532 6301 7301-2000 115A s
2004 JB JC4 93532 6301 7301-3000 111A e
2004 JB JC4 93532 6301 7301-3000 113A s
2004 JB JC4 935632 6301 7301-3000 118A e
3 2004 JB JC4 93632 6303 7303-1000 111A 4,114.40
4 2004 JB JC4 93532 6303 7303-2000 111A 8,706.40
2004 JB JC4 93532 6303 7303-3000 113A S
2004 JB JC4 93532 6303 7303-3000 115A -
5 2004 JB JC4 93532 6305 7305-1000 T11A 2,380.80
6 2004 JB JC4 93532 6305 7305-2000 1T11A 3,688.00
2004 JB JC4 93532 6305 7305-2000 113A 5
7 2004 JB JC4 93532 6305 7305-3000 111A 21,611.21
2004 JB JC4 93532 6305 7305-3000 113A e
2004 JB JC4 93532 6305 7305-3000 115A -
8 2004 JB JC4 93532 6305 7305-4000 111A 1,791.21
9 2004 JB JC4 93532 6305 7305-5000 111A 5,799.52
2004 B JC4 93532 6305 7305-5000 113A s
2004 JB JC4 93532 6305 7305-5000 1154 -
10 2004 JB JC4 935632 6305 7305-6000 T11A 736.48
1" 2004 JB JC4 93532 €305 7305-6000 113A 3,270.81
12 2004 JB JC4 93532 6305 7305-6000 115A 1,774.58
13 2004 JB JC4 93532 6309 7309-1000 111A 1,499.20
14 2004 JB JC4 93532 6309 7309-2000 111A 1,370.40
2004 JB JC4 93532 6309 7309-2000 115A -
15 2004 JB JC4 93532 6309 7309-3000 1T11A 1,032.00
2004 JB JC4 93532 6309 7309-3000 115A -
2004 JB JC4 93532 6309 7309-5000 111A -
16 2004 JBJC4 93532 6309 7309-5000 113A 2,573.28
17 2004 JB JC4 93532 6311 7311-1000 111A 2,046.40
18 2004 JB JC4 93532 6311 7311-5000 111A 1,791.20
18 2004 JB JC4 93532 6311 7311-5000 113A 1,220.00
20 2004 JB JC4 93632 6311 7311-7000 111A 212.52
21 2004 JB JC4 93532 6311 7311-7000 1154 4.48
OPR: DFM/DO 29 Last Save:  4/26/2004 1:30 PM

Version: Initial
Author: FPQT
Supercedes: Original



U.S. Fish and Wildlife Service

DFMOI —A21
Division of Financial Management
Denver Operations
Division of Financial Management Operating I nstructions
Processing Payroll — A21
Overview and Procedure
Cost Accounting Section
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Page 2
22 2004 JB JC4 93532 6315 7315-1000 T11A 3,345.60
23 2004 JB JC4 93532 6315 7315-2000 111A 8,707.48
2004 JB JG4 93532 6315 7315-2000 113A -
2004 JB JC4 93532 6315 7315-2000 115A s
24 2004 JB JC4 935632 6315 7315-3000 111A 1,741.80
2004 JB JC4 93532 6315 7315-4000 111A -
25 2004 JB JC4 83532 6315 7315-4000 113A 480.63
2004 JB JC4 93532 6315 7315-4000 115A s
2004 JB JC4 93532 6318 7318-2000 111A -
2004 JB JC4 93532 6318 7318-2000 113A -
26 2004 JB JC4 93532 6318 7318-3000 113A 2,025.44
2004 JB JC4 93532 6318 7318-3000 115A s
Total Gross Pay 92,744.44
OPR: DFM/DO 30 Last Save:  4/26/2004 1:30 PM

Version: Initial
Author: FPQT
Supercedes: Original



U.S. Fish and Wildlife Service
Division of Financial Management
Denver Operations

DFMOI -A21

Division of Financial Management Operating I nstructions
Processing Payroll — A21
Overview and Procedure
Cost Accounting Section

Attachment 14|— Field Station Personnel List

Mingo JCC - 93532/33545
{Revised 09/24/03)
6301/7301 — Education 6305/7305 — Social Skiils
Bergmann, Judith K. 2000 Montgomery, Amy B, 4000
Cooper, Gary L. 2000 Neighbors, Bradley J. 3000
Denkins, Pamela K. 1000 Parsons, Rodney D. 6000
Dodd, Themas R. 2000 Rivers, Carolyn L. 6000
Faries, Ronald J. 2000 Stewart, Clarence L. 5000
Fritts, James R. 2000 Sutter, Stephen A. 3000
Williamson, Debra [, 3000 Vaughn, Daryl E. 3000
*OT/Awards/SPAND/HW 3000 Waldner, Robert C. 5000
*OT/Awards/SPIND/HW 6000
6303/7303 — Vocational
0309/7309 — Support Services
Clinton, Wendell 1000
Kirby, Lonnie O. 2000 Clark, Joyce K, 2000
Prenger, Cletus J, 1000 Crook, Etta J. 5000
Neighbors, Debra K, 2000 Edwards, Gotdan D, 3000
Ross, Becki §. 2000 Ketcherside, Jerrie A. 5000
Stinson, Douglas R. 2000 Payne, Betty §. 5000
Teskey, Dorothy ). 2000 Price, Ronald L. 2000
*QT/Awards/SPAND/HW 3000 Stoops, Barbara A. 2000
*OT/Awards/SPND/HW 5000
6303/7305 — Social Skills
Altman, Jay LK. 3000 6311/7311 — Medical/Dental
Barnfietd, Lort A. 3000 N
Bates, Terri L. 6000 Brewer, Sheila 1000
Bush, Aaron I] 3000 Schoor, Maureen V. 5000
Carver, Carl W. 6000 *OT/Awards/SP/NDVHW 7000
Clanahan, Gregory L. 5000
Cole Ir,, Lamar 3000 6315/7315 — Administration
Davis, Jeannie P. 6000
Delesline, Kenith 2000 Barnfield, Nancy A. 2000
Fowler, Stephen R. 1800 Barth, Robert W. 3000
Gaines, Lonnie J, 3000 Caudel, Kristi D. 2000
Gant, Joyce K. 3000 Dunivan, Kathleen A, 2000
Gritfin, Stacey R. 2000 Foster, Brenda L. 2000
Hamplon, David L. 6000 Hamann, Lance A. 2000
Hancock, Jeanne M. 3000 Riggle, William D. 1000
Harris, Cindy K. 6000 Worthy, Belinda F. 4000
Hendrix, Ginger M. 6000 Wright, Carol D. 2000
Hutchison, Norman R. 6000 *OT/Awards/SP/ND/HW 4000
Lang, Keith A, 3000
Little, James R. 3000 6318/7318 - Facilities Maintenance
Littrel], Karen R, 6000 T
Mayberry, Pamela S. 3000 Richmond, Jackie D. 2000
McLean, Rickey S. 3000 Stilts, Jackie D. 3000
Menley, Brenda G. 3000 *OT/Awards/SPIND/HW 3000
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| Attachment 15/~ No Check Disbur sement Document Table

DFMOI -A21

pocID: PR & S467050326A
STATUS: ACCPT BATID: PR 6 35BEF1 ORG:
H,
KO CHECK DISBURSEMENT DOCUMENT
NC DATE: ACCTG PD: 03 2004 BUDGET FY: 2004 FUND: JC4
ACTICN: TRANS TYPE: JC COMMENTS: 358HF1
VENDOR CODE: PR 0 NAME: DPAYROLL
DISBURSING OFFICE: SFDO  DQCUMENT TOTAL: 97018.81
BGREEMENT #: REF DOC #: IN IND:
FIELD 1: FIELD 2: FIELD 32: FIELD 4:
DESCRIPTION: PP 2003-26
A--*HSE0-DOCUMENT MARKED FOR READ ONLY
4-% 1 Sess-1 199.5.236.1 1/2
DOCID: PR 6 54570903264
STATUS: ACCPT BATID: PR 6 358HF1 ORG: £01-001 OF 028
01-
LINE #: 001 TRANS TYPE: LOG DATE:
REF DOC #: REF DOC LINE: ACCP DATE:
VENDOR INV #: INV LINE: INV DATE:
BUDGET FY: FUND: BUDSET ORG/SUB: 93532
COST ORZ/SUB: PROGRAM: 7301 BCC/SUB: 111A
JOB NUMBER: 73011000 REPT CATG: GL ACCOUNT:
REV SRCE/SUB: CLOSED BFYS: CLOSED FUND:
DESCR: 2003-26
INT REASON: AMOUNT: 1866.40 1/D: B/F:
QUANTITY: ©.00 ADV: IN IND:
OUTS REF AMT: 0.00 PURCHASE AUTH:
FA NUMBER: FA TYPH: BETT #: BCQ METH:
FIELD 5: FIELD 6: FIELD 7: FIELD 8:
4-9 1 Sess-1 199.5.236.1 1/2
DOCID: PR 6 5467050226A
STATUS: ACCPT BATID: PR 6 358HF1 ORG: 002-002 OF 028
01-
LINE #: 002 TRANS TYPE: LOG DATE:
REF DOC #: REF DOC LIKE: ACCP DATE:
VENDOR TNV #: INV LINE: INV DATE:
BUDGET FY: FUND: BUDGET ORG/SUB: 93532
COST ORG/SUB: PROGRAM: 7301 BOC/SUB: 111A
JOB NUMBER: 73012000 REPT CATG: GL ACCOUNT:
REV SRCE/SUB: CLOSED BFYS: CLOSED FUND:
DESCR: 2003-26
INT REASON: AMOUNT: 8904.80 I/D: P/F:
QUANTITY : 0.00 ADV: IN IND:
CUTS REF AMT: 0.00 PURCHASE AUTH:
FA NUMBER: FA TYFE: BETT #: ACQ METH:
FIELD 5: FIELD &: FIELD 7: FIELD &:
q-% 1 Sess-1 199.5.236.1 1/2
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Page 1

IPAC DATA ENTRY FORM - JOB CORPS

Document Ref No: ﬂw Accomplished Date: [ |- 10-03

Contact Name/Phone/Email: Heidi Fohs 303-984-6837 heidi fohs@fws.zov

Origination ALC: 14160007 Customer ALC; 14160006

Sender Treasury Acet Symbol: 14163/40174.16 Receiver Dept Code:_ 14

Purchase Order No:_See Deseription InvoicefBill Not See Deseription

Obligating Document No:__Sec Description

Job (Project) No:

Quantity: _1_ Unit Price:_1029.57 Detail/IPAC Amt:_ 1029.57

Pay Flag: P or F Unit of Issue: ea
Transaction Description/Miscellaneous Information:

Fire fighting expenses from Mingo Job Corps Center for PP 2003-23 to be charged

To BFY 2003 — 33545-9261-317362X5. Support documentation to follow up by mail.
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U.S. Fish and Wildlife Service DFMOI —A21
Division of Financial Management
Denver Operations

Division of Financial Management Operating I nstructions
Processing Payroll — A21
Overview and Procedure
Cost Accounting Section

Attachment 16 — IPAC Data Entry Form

Page 2
U.S. Fish and Wildlife Service
QYP - Job Corps
Multiple Item/Cost Structure Summary
ALC: 14-16-0007 Disbursement Office: SFDO
Date of Bill;___{{-13~Q3 Accounting Pericd: 02-2004
Document No:_ A TQ000 %h0 Examiner & Date: HMF | [-lZ~03
Vendor Code: USFINCEN - 0 Bill/inv/Deposit No: 4 7OCI0RE
Document Type: BD,CG,CN.CR,.DD, aor PV PP 2003-23 Mingo JCC Fire Fighting Expenses
Doe
Line | Trans || Reference Document | Budget BOC/ Ite
No. Type {Line No. Org. fund ALLILL REY L3R ¢ ount D F
001 RF Wendell Doe 93532 JB4 6301300062X5 1H15A 04 48R.79
002 RF Robert Doe 93532 || JB4 | 6305600062X5 || 1154 | 04 540,78
GRAND TOTAL $ 1029.57
OPR: DFM/DO 34 Last Save: 4/26/2004 1:30 PM

Version: Initial
Author: FPQT
Supercedes: Original



DFMOI -A21

U.S. Fish and Wildlife Service

Division of Financial Management

Denver Operations

Division of Financial Management Operating I nstructions

Processing Payroll — A21

Overview and Procedure
Cost Accounting Section

Attachment 16 — IPAC Data Entry Form

Page 3

€00Z/QLLY

A 156201 12301 pueis
15620 9TEs 12'956 - siejo
:
92075 zoee vizl GXZO9EL1E-1926-GPGEE ! "D Wagoy ‘20q
91°zZ05 VSLE SXZIELLE-30T6-GraEe! | ) beqoy ‘20
62887 pLve YiZk SXESELLELGEE-GPGEE 7 119puBp, 200
505t YGLL GXZOELIE-LOZ6CPGEE| | T (epUm 20g
1Bol-gns | (yizi)unowy | (g/vesr)unowy | (yeie) junowy | fyiig)wnowy | opg | epo) anquequiny qor aadoyduz
o . L gz-£00z POLad Aed)
T S A i _ mmm._mzu.u.(w.m.'_. pajielaq
; W R

4/26/2004 1:30 PM

Last Save:

35

OPR: DFM/DO
Author: FPQT
Supercedes: Original

Version: Initial



U.S. Fish and Wildlife Service DFMOI —A21
Division of Financial Management
Denver Operations

Division of Financial Management Operating I nstructions
Processing Payroll — A21

Overview and Procedure
Cost Accounting Section

Attachment 16 —IPAC Data Entry Form
Page 4

IPAC TRANSACTION

Originating ALC Customer ALC Submitter ALC COLLECTION
14160007 14160006

Docurnent Referance Mumber Summary Amount

47000086 $1,020.57

Accomplished Date Accounting Date Number of Detall(s) Criginator DO Symba!

11/10/2003 11/30/2003 1 X0470

ALC Contact Contact Phone
Heidi M Fohs 303-984-6837
Centact Email

heidi_fohs@fws.gov

Oetail Number Receiver Traasury Account Symbel Recaiver DUNS+4 Sender Treasury Account Symbol Sender DUNS+4
1 1416%40174.16
Purchase Grder Number Invaice Number

See Description See Description

Obligating Document Number Requistion Numbar Contract Number
See Description

CLIN Jas Number

ACT(trace number) Job (Prajact) Number Pay Flag Receiver Dept Code
P 14

Unit of Issue Quantity Unit Price Detail Amount

ea 1 $1.029.57 $1,029.57

ACRN Accounting Classification Coda FSN/AAAJADSN DOD Activity Address Code
33545-9261-317382X5 a

Transaction Contact Contact Phone

Heidi Fohs 303-984-6837

Transactian Description . Miscellaneous Information

Fira Fighting axpenses from Mingo Job Corps Centsr for PP 2003-23 to ba

charged tc BFY 2003 - 33545-9261-3173582X5. Support documentation ta follow-
up by mail.

“1of 2 ) 1103

Report Requested by:  Heidi M. Fohs [_3_0_1_1_0OnePC_e.rad

OPR: DFM/DO 36 Last Save:  4/26/2004 1:30 PM
Version: Initial

Author: FPQT

Supercedes: Original



U.S. Fish and Wildlife Service DFMOI —A21
Division of Financial Management
Denver Operations

Division of Financial Management Operating I nstructions
Processing Payroll — A21
Overview and Procedure
Cost Accounting Section

Attachment 16 — IPAC Data Entry Form

Page 5
IPAC TRANSACTION
Sender Standard General Ledger (SGL) Information
SGL Categery Fedarai Flag SGEL Account Amaunt
30C F 1010 $1,029.57 Debil
24D F 6100 $1,025.57 Credit
Sender $GL Commenis Receiver SGL Comments
2af 3 ) 11/10/03
Report Requested by:  Heidi M. Fohs I_1_0_1_1_CnePC_s.rod
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Attachment 17|— Summary Detail from FPPS Calculation Report
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TREASURY SYMBOL AMOUNT
14F3875.16 138,015.20-
14X1611 163,387.15-
14X1s812 385,204.28-
14X1696 6,880.31-
14X5020 255,646.18-
14X5029 197,772.90-
14X5Q050 9,229.459-
14X5¢50.1 90,818.17
14X5091 41,747.28-
14X5137 223,938.64-
14X5143 31,630.30-
14X5241 46,418.394-
14X5474 33,548.81-
14X5475 1,080.03-
4-® 1 Sess-1 199.5.236.1
COMMAND ===» SCROLL ===»> SCREEN
FWS65001 20040304 022850 B 2R 1C 1
REPORT ID: FWS65001 U.8. FISH AND WILDLIFE SERVIC
CASH TO PAYPERS BALANCING REPO

PAY PERIOD: PP0405

TREASURY SYMBCL

142/31611
143/41611
144/51611
146/25252
1469X8083 .
149/01611

1g

GRAND TOTAL

22,

25,764,381,

P N B 199.5.236.1 2/15
FH565001 20040304 022950
14%5479 4,710.15-
14X5495 3,106.22-
14%5496 21,535.09-
14%8151 214,077.20-
14%8216 18,051.43-
140/11611 285.58-
141/21611 90.24-
1412X1105.16 2,486.70-
1414X1121.16 29,367.74-
1414X1125.16 1,151,319.35-
1414X1618.16 50,971.36-
1414X5198.16 99,615.42-
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Attachment 19— Standard Voucher Input Screens

Page 1 — SV Batch Control Document

DEPARTHMENT OF THE IWTERIOR
0.S. FISE AND WILDLIFE SERVICE

FFS BATCH CONTROL DOCUMENT

BATCH ID

TEANS ' ) TOTIAN PEED - | SEQUENCE |
TYPE | DIVISION DATE . | UNIT | IR

SVl 6 m,s? eL |

BATCH TOTALS

" BATCH WJMBER OF ) NET
DATE . - DOCUMENTS TOTAL

A, | A 2 420073.09

BRATCH APPROVAL

. ]
APPRO}’ED BY :
DATE APPROVED
. DATE SYSTEH UPDATE VERLFIED
OPR: DFM/DO 45 L ast Save: 4/26/2004 1:30 PM

Version: Initial
Author: FPQT
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Cost Accounting Section

Attachment 19 — Standard Voucher Input Screens
Page 2 — SV for FWS Payroll

FWS PAYROLL

DOCID: SV -6- PP 205" FWS

BATID: SV-6-
FWS

STANDARD VOUCHER INPUT SCREEN

TE: - DOCTOTAL: 5 7 8545/ 3ODESC: PR

PR EXP/REV/GL: E
S DIVISION

LINE NUMBER: 001
BUDGET FYS: '
BUDGET ORG/SUB: 988
BOC/REV SCURCE: 111A

BEET CATESC
VENDOR CODE:  FWS
-

CENG.
AMOUNT: /57 884 .J/-
DESCRIPTION:  FWS PAYROLL PP & 440 <

iexcelob\cas\payentry xls

OPR: DFM/DO 46 Last Save: 4/26/2004 1:30 PM
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DFMOI -A21
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Processing Payroll — A21
Overview and Procedure
Cost Accounting Section

Attachment 19 — Standard Voucher Input Screens
Page 3 —SV for OYP Payroll

OYP PAYROLL

DOCID: SV -6 - PP 4o~ OYP.

BATID: SV-6-

STANDARD VOUCHER INPUT SCREEN
DOCTOTAL: /27465/.74  DESC: PR oYP

k8 E

BUD

ACCOUNTING PERIOD:

Gl

01 EXP/REV/GL: E
: DIVISION:

LINE NUMBER: 001
BUDGET FYS: FJDo¥
BUDGET ORG/SUB: 98500

1/D IND: |

AMOUNT:&C)‘\"/(%S'/. 7Y
OYP PAYROLL PP & 20 ¢

DESCRIPTION:

in\excel\fob\cas\payentry.xls

Last Save:  4/26/2004 1:30 PM
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Attachment 20|— Standard Voucher Document Table

Page 1
DOCID: 8V 6 PPO408FWS
STATUS: ACCPT BATID: 8V § 106HF1 ORG:
H-
STANDARD VOUCHER DOCUMENT
SV DATE: ACCOUNTING PERIOD:
ACTION: EXPENSE (E), REVENUE(R), GL{G), BUDGET(B): E
BUDGET FY3: 2004 FUND : TRANS TYPE:
REVERSAL PERIQD:
COMMENT : BUDGET OVERRIDE IND:
REF TRANS ID:
DOCUMENT TOTAL: 28857397.95
DESCRIPTICN: PR FWS
SCHD FISC YR: SCHD CAT: SCHD TYP: SCHD NO:
D.0.: ACC DATE: TREASURY NO:
FIELD 1: FIELD 2: FIELD 3: FIELD 4:
B--*HS60-DOCUMENT MARKED FOR READ ONLY
4-© 1 Sess-1 199.5.228.1 1/2
DOCID: SV & PPO4CBFWS
STATUS: ACCPT BATID: §V & 106HF1 ORG: 001-001 OF 001
01-
LTNE NUMBER: 001 TRANS TYPE: PR EXP/REV/CL/BUD: E
BUDRGET FYS$S: 2004 FUND: DIVISION: 9
BUDGET ORG/SUB: 98500 CDST ORG/SUB: PROG:
BOC/REV SOURCE: 111A SUB OBJ/SUB SRCE: JOB: 99990000
REPT CATEGORY: CLOSED BFYS: CLOSED FUND:
VENDOR CCDE: FHWS NAME: FWS FINANCE CENTER
SCHED FISC YR: SCHED CAT: SCHED TYP: SCHED NO: PRO408FWS
D.O.: GUEST SYMBOL: QUANT :
REF TRAN ID: REF LINE: DOC TYPE:
AGREEMENT #: ADVANCE : ACCOMPLISHED DATE: 04 14 2004
INVOICE NO: INV LINE: INVOICE DATE:
AMOUNT: 28857397.95 I/D IND: I  OBLIG FISC ¥YR:
DESCRIPTION: FWS PAYROLL PP0408 TREASURY NO:
FA #: FA TYPE: BETT #: ACQ METH:
PURCH AUTH:
FIELD 5: FIELD 6: FIELD 7: FIELD 8
4-@ 1 Sess-1 199.5.236.1 1/2
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Version: Initial
Author: FPQT
Supercedes: Original
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Attachment 20 — Standard Voucher Document Table

Page 2
DOCID: 8V 6 PPD40BOYP
STATUS: ACCPT BATID: 8V & 106HF1 ORG:
H_
STANDARD VOUCHER DOCUMENT
SV DATE: ACCOUNTING PERICD:
ACTION: EXPENSE (E}, REVENUE(R), GL(G}, BUDGET(B): E
BUDGET FYS: 2004 FUND: TRENS TYPE:
REVERSAL PERIOD:
COMMENT : BUDGET QVERRIDE IND:
REF TRANS ID:
DOCUMENT TCTAL: 262886.84
DESCRIPTION: PR OYP
SCHD FISC YR: SCHD CAT: SCHD TYP: SCHD NC:
D.O.: ACC DATE: TREASURY NO:
FIELD 1: FIELD 2: FIELD 3: FIELD 4:
q-9 1 Sess-1 199.5.22356.1 1/2
DOCID: SV € PPO408OYP
STATUS: ACCPT BATID: SV 6 106HF1 ORG: £01-001 OF 001
01-
LINE NUMBER: 001 TRANS TYPE: 01 EXP/REV/GL/BUD: E
BUDGET FYS: 2004 FUND : DIVISION: 9
BUDGET ORG/SUB: 98900 COST ORG/SUB: PROG :
BOC/REV SOURCE: 111A SUB OBJ/SUB SRCE: JOB: 99990000
REPT CATEGORY: CLOSED BFYS: CLOSED FUND:
VENDOR CODE: 3000007840 0 NAME: OFFICE OF YOUTH FROGRAMS
SCHED FISC YR: SCHED CAT: SCHEED TYP: SCHED NO: PRC40SOYP
D.O.: CGUEST SYMBOL: QUANT :
REF TRAN ID: REF LINE: DOC TYPE:
AGREEMENT #: ADVANCE: ACCOMPLISHED DATE: 01 14 2004
INVOICE NO: INV LINE: INVOICE DATE:
AMOUNT: 262886.84 I/D IND: I  OBLIG FISC YR:
DESCRIPTION: OYP PAYROLL PP0408 TREASURY NO:
FA #: FA TYPE: BETT #: ACQ METH:
PURCH AUTH:

FIELD 5: FIELD 6: FIELD 7: FIELD 8§
01-5C06W-INSUFFICIENT ALLOCATION FUNDS 01-PAC6W-INSUFFICIENT SPRJ FUNDS
01-FACBW-INSUFFICIENT PRCJ FUNDING 01- PACKW- INSUFFICIENT FPRJ FUNDING

4-9 1 Sess-1 199.5.236.1 1/2
OPR: DFM/DO 49 Last Save: 4/26/2004 1:30 PM

Version: Initial
Author: FPQT
Supercedes: Original
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Attachment 21— Direct Disbursement Input Screen

Page 1 — Routing and Transmittal Sheet

ROUTING AND TRANSMITTAL SLIP DATE: \3%% &

TO: (Name/Office) [nitials Date
t Cnuilpeg
Z
3.
4,
5.
6,
X | Actioa Fle Note and Retum

Approval For Clearance Per Coaversation

As Reqaesied -] For Cocrection Prepace Reply

Carculaze . ' +« | For Your nfocnation See Me

| Comenent {nvestigate Signature
Coocdiastion Tustiy
| REMARKS:
) e
PLEASE PROCESS THE DD DOCUMENT FOR PP @ ‘_lz 95
FROM:
OPR: DFM/DO 50 Last Save:  4/26/2004 1:30 PM
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Attachmert 21 — Direct Disbursement Input Screen

Page 2
OYP DIRECT DISBURSEMENT
DOCID: DD -6 - PP ovPHH 05
DIRECT DISBURSEMENT INPUT SCREEN
#
DD DATE: ~ ACCTG PRD: BUDGET FY:
H SRS A e 0
NDOR CODE: NAME: OYP
DIRECT DISB PP INTR-ACCY SYMBOL: 141680174, 1,
NGREEMENT # DOCUMENT TOTAL: __A3765/.7%
LINE NUMBE 001 REF Dogas INEZ ' ACCP DATE:
TRANS TYPE: 01 | UDGET ORG/SUB: 98900
: JOB NUMBER: 99990
AMOUNT:
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Attachment 22— BD Doc Records Report
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| Attachment 23 — SUSF Table

DFMOI -A21

ACTION: R SCREEN: SUSF USERID: FC29 DOI CUSTOM DOCUMENT SUSPENSE TINDEX 1
FUNCTION: SECZ2:

3

E ---BATCH ID--- ---- DOCUMENT ID-—-—— INIT LAST LAST

L TC SEC1 NUMBER TC SEC1 NUMBER STAT APPRV USER DATE USER
00—
01- BD DEBT Q2750023969 ACCPT 00000 OFF-LINE 20030926 FC021GJS
02- BD DEBT Q2750031478 ACCPT 00000 OFF-LINE 20030926 FCOZ1GJS
03— BD DEBT Q2750548381 ACCPT 00000 OFF-LINE 20030926 FCOZ1GJS
04~ BD DEBT Q27530561%27 ACCPT 00000 OFF-LINE 20030926 FCO21GJS
05— BD DEBT Q2750644259 ACCPT 00000 OFF-LINE 20030926 FCO21GJS
Q6 BD DEBT Q2730660195 ACCPT 00000 OFF-LINE 20030926 FCO21GJS
Ci- BD DEBT Q2750699186 ACCPT 0000C OFF-LINE 20030%26 FCC21GJS
o8- BD DEBT Q2750735347 ACCPT 00000 OFF-LINE 20030926 FC021GJS
09- BD DEBT Q2750767882 ACCPT 00000 QFF-LINE 2003092¢ FC021GJS
10- BD DEBT ©27508010326 ACCPT 00000 OFF-LINE 20030926 FC021GJS
11- BD DEBT QZ830023606 ACCET 00000 OFF-LINE 20031015 FC021GJS
12— BD DEBT Q2890025820 ACCPT 00000 OFF-LINE 20031015 FCO21GJS
Bl BD DEBT Q2890517765 ACCPT 00000 QFF-LINE 20031015 FC021GJS
14- BD DEBT Q2830568450 ACCPT 00000 OFF-LINE 20031015 FC021GJS
4 -t 1 Sess-1 199.5.236.1 1/10
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Attachment 24{— CG Doc Recor ds Report
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Attachment 26— SUSF Table (BD Batch)

ACTION: R SCREEN: SUSF USERID: FC29 DOI CUSTOM DOCUMENT SUSPENSE INDEX 1
FUNCTION: SECZ:

S

E ——-BATCH ID--- ---- DOCUMENT ID--~- INIT LAST LAST

L TC SECl NUMBER TC SEC1 NUMBER STAT APPRV USER DATE USER
00-
01- BD DEBT 3T0001 ACCPFT 00000 OFF-LINE 20030926 QFF-LINE

0z- BD DEBT 3T0O00L BD DEBT 23600703821 ACCPT 00000 OFF-LINE 20030927 FC294TES

03- BD DEBT 3T0002 . . . ACCPT 00000 OFF-LINE 20030926 QFF-LINE
04- BD DEBT 3T0002 BD DEBT 151303800002 ACCPT 00000 OFF-LINE 20030927 FC294TES
05- BD DEBT 3T0O003 . . 5 ACCFT 00000 CFF-LINE 20030326 OFF-LINE
06- BED DEBT 3T0003 ED DEBT MO318200012 ACCPT 00000 OFF-LINE 20030927 FC294TES
07- B DEBT 3T0O004 ACCPT 00000 OFF-LINE 20030926 OFF-LINE

0g- BC DEBT 3T00C4 BD DEBT 32470794928 ACCPT 00000 OFF-LINE 20030927 FC294TES
C9- ED DEBT 3TO00G5 . . 5 ACCPT 00000 OFF-LINE 20030926 OFF-LINE
10- BD DEBT 3T0005 BD DEBT 31490024991 ACCPT (0000 OFF-LINE 20030827 FC294TES
i- BD DEBT 3TO006 . . 5 ACCPT 00000 OFF-LINE 20030926 OFF-LINE
1z2- BD DEBT 3T0006 BD DERT 30790025191 ACCPT 00000 OFF-LINE 20030927 FC294TES

13- BD DEBRT 370007 . . . ACCPT 00000 OFF-LINE 20030926 OFF-LINE
14-  BD DEBT 3T0Q07 BD DEBT 15232300003 ACCPT 00000 OFF-LINE 20030927 FC2G4TES
e 1 sess—1 1%9.5.236.1 1/10
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Attachment 27]—BD Line Table

BD Line Table— Before Changes

DOCID: BD  DEBRT 23600703821
STATUS: ACCPT BATID: BD  DEBT 3TO001l SEC2: 001-001 OF GO1
01—
LINE NO: 002 TRAN TYPE: RF TEXT TYPE: EH™
BEY: 28032007 FUND: 83— GL ACCT:
BUD ORG/SUB: Srist—~ PROGRAM: ~+124 REPT CAT:
COST ORG/SUB: JOB NO: t1248666—REV SRCE/SUB:
BOC/SUB: L1ixa CLOSED BEY: CLOSED FUND:
INTEREST RATE: 2.000 DESC:
AGREEMENT #: ADVANCE NUMBER:
REF DQC: REF LINE: TRAVEL TYPE:
BILL AMT: 0.00 I/D: INTEREST AMT: 0.81 1I/D: I
ADM CHGS AMT: 0.00 I/D: PENALTY AMT: 0.00 1/D:
SOURCE: TYPE OF OVERPAYMENT: ACTION OUT:
FIELD 5: FIELD 6: FIELD 7: FIELD §:
FEE) 1 Sess-1 199.5.236.1 1/2

BD Line Table— After Changes

DOCID: BD  DEBT 23600703821
STATUS: ACCPT BATID: BD  DEBT 3T0O001 SEC2: 001-001 OF 001
01~
LINE NO: 001 TRAN TYPE: TEXT TYPE:
BEY: FUND: GL ACCT:
BUD ORG/SUB: PROGRAM 1 REFT CAT:
COST ORG/SUB: JOB HNO: REV SRCE/SUB:
BOC/SUB: CLOSED BEY: CLOSED FUND:
TNTEREST RATE: 2.000 DESC:
AGREEMENT #: ADVANCE NUMBER:
REF DOC: REF LINE: TRAVEL TYPE:
BILL AMT: D.00 T/D:  INTEREST AMT: 0.81 I/D: I
ADM CHGS AMT: 0.00 I/D: PENALTY AMT: 0.00 I/D:
SOURCE: TYPE OF OVERPAYMENT: ACTION OUT:
FIELD 5: FIELD 6: FTELD 7: FIELD &:
4- 1 Sess-1 199.5.236.1 1/2
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Attachment 28~ Updated SUSF Table

BD Batch — After CG Mod Transaction

ACTION: R SCREEN: SUSF USERID: FC29 DOI CUSTOM DOCUMENT SUSPENSE INDEX 1
FUNCTION: SEC2:

5

E ——-~BATCH ID-~= ===— DOCUMENT ID-——— INIT LAST LAST

i TC SECl NUMBER TC SECI NUMBER  STAT APPRV  USER DATE USER
00-
Cl- .o R CG DEBT 03230000001 ACCPT 00000 OFF-LINE 20031110 FC021GJS
02— . . CG DEBT 03230000002 ACCPT 00000 OFF-LINE 20031110 FC021GJS
03— P . CG DEBT 03230000003 ACCPT 00000 OFF-LINE 20031110 FCU21GJS
04- .. . CG DEBT 03230000004 ACCPT 00000 OFF-LINE 20031110 FCO021GJS
05- L . CG DEBT (3230000005 ACCPT 00000 OFF-LINE 20031110 FCO21GJS
06— .. . CG DEBT (3230000006 ACCPT 00000 OFF-LINE 20031110 FCO021GJS
07— R . CG DEBT 03230000007 ACCPT 00000 OFF-LINE 20031110 FCC21GJS
08- .o . CG DEBT 0323D000008 ACCPT 00000 OFF-LINE 20031110 FC021GJS
n9- .. . CG DEBT 03230000009 ACCPT 00000 OFF-LINE 20031110 FC021GJS
10- .. . CG DEBT 03230000010 ACCPT 000CG0 OFF-LINE 20031110 FC021GJS
11- .. . CG DEBT 03230000011 ACCPT 00000 OFF-LINE 20031110 FCO21GJS
12- .. . CG DEBT 0323D000012 ACCPT 00000 QOFF-LINE 20031110 FCO21GJS
13- N . CG DEBT 0323D000013 ACCPT 00000 OFF-LINE 20031110 FC021GJS
14- . . CG DEBT 03230000014 ACCPT 00000 OFF-LINE 20031110 FCO21GJS

4-0 1 sess-1 199.5.236.1 1/10
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| Attachment 29— Receivable Line Inquiry (ARLT) Table
ACTION: R SCREEN: ARLT USERID: FC29
*%* RECEIVABLE LINE INQUIRY TABLE #*%
KEY IS TRANS CODE, DOCUMENT NUMBER, LINE NO
01- TRANS CODE: BD DOCUMENT NUMBER: 2750023521 LINE NCG: 001
BFY¥S: 1998 1999 FUND: 1008 TRANS TYPE: RF
BUD ORG/SUB: 62660 / PROGRAM: 1261 REV SRCE/SUB: /
COST CRG/SUB: / REPT CATG: BOC/SUB: 111A /
JOB: 12610000 CLOSED BFYS: CLOSED FUND:
GL ACCT: LGREEMENT #: ADVANCE #:
REF INVOICE: INV LINE: TRAVEL TYPE:
REF DOC ID: REF LINE: TEXT TYPE:
LINE DESC: DMB FER CONT PP 0320 INTEREST RATE: 2.000
LINE AMT: 1,538.39 CLOSED LINE AMT: 1,538.39
INTEREST AMT: 2.32 CLOSED INTEREST AMT 1.74
ADM CHGS AMT: 0.00 CLOSED ADM CHGS AMT 0.00
PENALTY AMT: 0.00 CLOSED PENALTY AMT 0.00
WRITE-OFF AMT: 0.00 COLLECTED AMT 1,538.39
W-OFF INT AMT: ¢.00 COLLECTED INT AMT 1.74
W-OFF ADM AMT: 0.00 COLLECTED ADM AMT 0.00
W-OFF PEN AMT: 0.00 COLLECTED PEN AMT 0.00
SOURCH TYPE OF OVERPAYMENT: ACTICN OUT
4-® 1 Sess-1 199.5.236.1 1/10
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Attachment 30 — Activity Based Costing — FWS Activity Dictionary

The following link connects to the FWS activity dictionary:

http://planning.fws.qov/abc/activity/FWS Activity Dictionary.pdf

The following list contains each FFS ABC code and a short description:

ode A 3 '

Process | - Protect and Manage Species
TZE7 Implement Candidate Conservation Actions
7Z1E Evaluate Species for Candidate Status
7ME1 Prepare and Process Initial List or Uplist Petition Response for US/Domestic Species
7M4B Prepare and Process 12-Month Finding for List or Uplist Petition for US/Domestic Species
7TM9R Prepare and Process Listing Rules for US/Domestic Species
7MC6 Prepare and Process Critical Habitat Rules for US/Domestic Species
69A2 Provide Litigation Support for Listing for US/Domestic Species
7M1N Prepare and Process Foreign and CITES Listings
0609 Develop Recovery Plans for T&E Species
o6v7 Prepare and Process Special 4d and Experimental Population Rules
063N Conduct 5-Year Reviews
06T9 Prepare Initial Response to Delist or Downlist Petition
065H Prepare 12-Month Finding for Delist or Downlist Species
065Q Prepare and Process Downlisting and Delisting Draft and Final Rules
697R Provide Litigation Support for Recovery Actions
064K Implement Recovery Actions
068G Implement Recovery Actions for Foreign and CITES Species
co7v Conduct Resource Protection Consultations with Other Federal Agencies
8KF3 Conduct Water Consultations with Other Federal Agencies
U4z Conduct Hydropower Consultations with Other Federal Agencies
8MN4 Conduct Forage Consultations with Other Federal Agencies
8N5Z Conduct Forest Consultations with Other Federal Agencies
8LB2 Conduct Non-Energy Consultations with Other Federal Agencies
8DS9 Conduct Energy Consultations with Other Federal Agencies
8XF1 Conduct Recreation Consultations
742E Provide Litigation Support for Section 7 Consultation with Other Federal Agencies
X6H9 Conduct Intra-Service Consultations on FWS Permits
X63C Conduct Intra-Service Consultations on FWS Enhancement and Restoration Projects
X607 Conduct Intra-Service Consultations on FWS Grants
X64L Conduct Intra-Service Consultation on FWS Construction, Operations, and Maintenance Activities
X6A1 Conduct Intra-Service Consultation on Other FWS Activities
06E2 Conduct and Assist with Law Enforcement Investigations for T&E and CITES Listed Species
06G5 Conduct Import/Export Inspections for T&E and CITES Listed Species
06W2 Plan and Implement Post-Delisting Monitoring
8P6N Produce and Reintroduce Fish for Recreation
7R1H Produce and Reintroduce Aquatic Species for Non T&E Species Conservation
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7R4X Develop New Aquatic Technologies for Non T&E Species
7R4V Conduct Disease Monitoring and Treatment for Non T&E Species
7TR7F Produce and Enhance Terrestrial Species
058S Develop Aquatic Species Management Plans for Non T&E Species
058R Develop Bird Conservation Plans for Non T&E Species
7RH2 Implement Bird Conservation Plans
7RG1 Manage Bird Harvest
7R2N Manage Unintentional Take for Non T&E Migratory Birds
7RW8 Manage Harvest for Fisheries
8PA4 Develop Refuge Sport Harvest Regulations for Species Other than Birds and Fish
7RTS5 Manage Marine Mammal Incidental Take
7RP2 Manage Marine Mammal Harvests
7RU7 Manage Alaska Subsistence Harvest Other Than Marine Mammals
7RJ8 Resolve Bird Resource Conflicts for Non T&E Species
M1B8 Survey, Assess and Monitor Non T&E Aquatic Species
M1Q7 Survey, Assess and Monitor Non T&E Migratory Birds
Survey, Assess, Monitor Non T&E Wildlife and Plants Other Than Aquatic and Migratory Bird
M17J Species
7P30 Prevent, Manage and Control Non-Native, Invasive, Terrestrial Plants
7NY8 Prevent, Manage and Control Non-Native, Invasive Terrestrial Animals
7PD8 Prevent, Manage and Control Invasive Aquatic Plants
7NIL Prevent, Manage and Control Invasive Aquatic Animals
7Q6D Control Native Pest Plants
7R2B Control Native Pest Animals and Predators
X6W4 Implement Bi-national and Multinational Initiatives
7R6I Process Migratory Birds and Eagle Permits or Other Take Authorizations
069B Process and Monitor HCP Permit Applications
067Q Process and Monitor Safe Harbor Permit Applications
06P8 Process and Monitor Candidate Conservation Agreements with Assurances
067S Process and Monitor Recovery Permits for T&E Species
695B Provide Litigation Support for Permitting Actions of T&E Species
1V9H Process Permits for Rights of Way
0606 Process International Trade Permits, Domestic Permits and Special Use Permits
1RN3 Process Refuge Special Use/Recreation Commercial Permits
3E6U Process Import and Export Licenses
3EKS8 Process Designated Port Exception Permits
1P2Y Process Special Recreation Use Permits
TR7T Conduct and Assist with Law Enforcement for Non T&E Species
3EY3 Conduct Non T&E Import/Export Inspections
TOS5T Conduct Refuge Patrol and Enforcement
T11C Provide Forensics Support for Law Enforcement
Process 2 - Protect and Manage Habitats
02X2 Develop Land Conservation Plans
02X8 Develop Comprehensive Conservation Plans
027K Develop Strategic Landscape and Watershed Based Plans and Projects
021T Develop Aquatic Habitat Management Plans
L4L7 Inventory, Assess, and Monitor Wetlands
OPR: DFM/DO 61 Last Save:  4/26/2004 1:30 PM

Version: Initial
Author: FPQT

Supercedes: Original




U.S. Fish and Wildlife Service DFMOI —A21
Division of Financial Management
Denver Operations

Division of Financial Management Operating I nstructions
Processing Payroll — A21
Overview and Procedure
Cost Accounting Section

L41D Inventory, Assess, and Monitor Marine/Coastal

L45U Inventory, Assess, and Monitor Riparian

L4Q1 Inventory, Assess, and Monitor Uplands

06G7 Develop and Monitor Conservation Banks

7G1X Assist in the Development and Monitoring of Wetland Mitigation Banks

0EZ9 Manage Special Designation Areas

7QK2 Manage and Protect Uplands

7QT2 Manage and Protect Wetlands

7Q6K Manage and Protect Riparian/Stream Habitats

7Q4Ss Manage and Protect Marine and Coastal Habitats

7Q9K Develop and Manage Co-Op Land Management Agreements

7Q5W Acquire Easements

9VIE Exchange or Dispose of Lands

9LM8 Acquire and Manage Real Estate

7QS3 Identify, Process and Defend Water Rights on Service Lands

7QJ5 Restore Wetlands

7Q4D Restore Marine and Coastal Habitats

7Q1Y Restore Uplands

7QZ6 Restore Riparian/Stream Habitats

7G50 Ensure Water Quality for On-Service Lands

3HP7 Evaluate and Audit Environmental Safety and Compliance

026A Conduct Contaminant Assessments

8WL9 Clean up Contaminants on Service Lands

B46V Ensure Air Quality

8WX3 Prepare for and Implement Spill Response Plans

J1S2 Review Hazardous Waste Actions

L65A Conduct Natural Resource Damage Assessments

7K4G Restore Natural Resources Damaged by Releases of Oil or Hazardous Substances

C06J Review and Develop Environmental Provisions for Projects, Plans, and Permits

C0OD7 Monitor and Report Performance of Projects, Plans and Permits

9U3Q Process Hydropower Licensing/Re-Licensing

8QJ7 Prepare for Wildland Fires

8TL1 Suppress Wildland Fires

8U7E Reduce Hazardous Fuels - Other (WUI)

019T Prepare Fire Management Plans

7A9N Reduce Hazardous Fuels - Prescribed Fire (non-WUl)

7B9V Mechanically Reduce Hazardous Fuels (Non-WUI)

7CP1 Reduce Hazardous Fuels - Other Methods (Non-WUI)

7D1P Stabilize Burned Areas

7E1Z Rehabilitate Lands Damaged by Wildland Fire

8R4P Reduce Fuels - Prescribed Fire (WUI)

8S6L Reduce Fuels - Mechanical (WUI)

R11G Manage Cultural Resources

7YM3 Manage Museum Collections

Process 3 - Provide Services, Outreach and Security

S3Q6 Develop and Provide Information and Educational Materials and Activities
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S3B3 Communicate Directly with Media
8PB6 Provide and Manage Opportunities for Priority Public Uses
8P3L Provide and Manage Opportunities for Non-Priority Public Uses
50J6 Manage Volunteers and Work Programs
T7A5 Consult and Coordinate with Native American Tribes
5018 Develop and Manage Partnerships
50E5 Coordinate Congressional Communications
T3V4 Provide Emergency Response and Public Safety Operations
T1R8 Provide Non-Trust Resource Enforcement Activities
Process 4 - Administer Grants
062D Administer Endangered Species Act Grants
X67U Administer Federal Assistance Grants
7Q7G Administer Bird Habitat Grants
7Q3V Administer International Grants
7QU8 Administer Other Grants and Co-operative Agreements
Process 5 - Construct and Manage Facilities and Equipment
64K3 Provide Services for Facilities and Space Management
5FY2 Construct Buildings, Roads, Bridges, Tunnels, and Grounds for Resource Protection
4DK5 Maintain Buildings, Roads, Bridges, Tunnels, and Grounds for Resource Protection
4NS1 Construct Dams, Water Storage and Water Conveyance Facilities for Resource Protection
5AC2 Maintain Dams, Water Storage and Water Conveyance Facilities for Resource Protection
5RN9 Construct Buildings, Roads, Bridges, Tunnels, and Grounds for Recreation
5S3z Maintain Buildings, Roads, Bridges, Tunnels, and Grounds for Recreation
5H5S Maintain Equipment for Resource Protection
5Y2S Maintain Equipment for Serving Communities
5Y7TW Maintain Structures and Facilities for Serving Communities
Process 6 - Manage Budget and Administrative Functions
611F Administer Pay and Benefits
61C7 Administer Employee and Labor Relations
616S Administer Recruitment, Staffing and Ensure Diversity
67R2 Analyze Organizational Structures and Classify Positions
67Q8 Conduct Workforce Planning
61X4 Evaluate and Counsel Personnel
808L Plan IT Investments
813W Acquire IT Investments
82B1 Operate, Maintain and Manage IT Investments
683M Review and Approve Policies and Directives
63C4 Manage Contracts and Acquisitions
602T Develop and Allocate Budgets
624F Perform Financial Management Operations
6805 Conduct Strategic Planning and Performance Management
62X5 Collect and Analyze Activity Based Costing Information
635R Manage Competitive Sourcing Initiatives
62M9 Make Refuge Revenue Sharing Payments
665K Provide Office Support
659Y Manage Records, Files, Mailrooms and Libraries/Info. Services
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Process Information Quality, FOIA, Privacy Act and Liability Requests and Claims

656G
669A Attend Non-Program Specific Meetings
660Q4 Develop and Deliver Training
669D Attend Training
68T8 Provide Directorate Leadership and Oversite
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Attachment 31 — Guidelines— Additional

FFS Financia transaction Processing Manual
» Chapter 8 — The SUSF Table
» Chapter 10 — The Payroll Process
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Attachment 32— Page 1 — Processing Payroll Diagram

Processing Payroll is represented by an IDEF model. IDEF is an acronym for the |-CAM
(Integrated Computer Aided Manufacturing) DEFinition methods. The IDEF model of
the process gaphically illustrates the complete activity.

Activity Model:

The completed activity model documents an explicit, step-by-step operation. It includes
all the information and data required to perform the payroll activity. Activity modeling is
often referred to as functional decomposition. It shows the input, the process that
transforms it, and the output of the transformed inpuit.

ICOM : The acronym for the data e ements on an activity model.

INPUT the element that triggers an activity and is transformed, consumed, or
becomes part of the end result (Output) of the activity.

CONTROL datathat constrains or regulates the activity. It usually indicates when
or how the process will be performed. Controls are mandatory, each
activity on a diagram must have at least one.

OuTPUT the end result of an activity, the reason for which the processis
performed. It must contain some form of input, and it is mandatory.

M ECHANISM the energy (man or machine) that performs the activity’s work.

For example:
Activity: Application Software Testing
Controls
Policies, User/ R |
Procedures, & Design Avi?lzzzl‘i:te
Standards Requirements l y
Inguts Perform
Application Software ——Approved Test Plans—»
—— Application Software—p| Testing
Feedback ——» Qutputs
+A0 —Tested Application Software
T Test
Staff Environment

Resources
Mechanisms |
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